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1. Apncv- 
Department of Education ‘ ApplTarion N u m b  

Office of Instructional Services 8 2 - 3 8 0  
Division of Special Programs t h f e  Received mm cornpined 
Atlanta, GA 30334 1 U G - G  1982 I S E P  , ~ 

7. R.cord Serim W i o n  

Documentsnlating to: administering the Division of Special Programs. 

Th is  fik contains the f o l M n g  documents (includc form numben and titfes. i fmy):  
Attach srnpks of the file. 

2 P e m n l o b n t a c f  WerfringTiS Tdtphonc Numbar 

3. ActionRequested 
Dr. Ellouise C, Collins Director 656-2678 

a. 
b. 
c. Amend Application No. Checkhe: 0 Change; Supercede; 0 Void 

Establish Retention schedule; n m d  will Continue to Iccurnulate. 
0 Dirpose of present accumulation; no further aOEUmulation anticipated. 

4. Dates of Ser i i  
Earliest Lilterr 

5. Records & r i a  T i  (followed by title used in office; if differentl 

I To Date Special Programs General Administrative Files 
6. Division md O n i  Fundion What is the function of UIG Division and the Office in which th is  record series is Created? 

-. 
I 

The Division of Special Programs provides leadership to Title I, migrant, 
bilingual, special education and compensatory education programs in the public schools, 
institutions and other delivery systems as specified in the Adequate Program of Education 
for Georgia Act (APEG). Assures that through a continuum of services all handicapped and 
gifted children are provided adequate educational experiences. Implements procedures for 
expenditure of state and federal compensatory and migrant funds for services to eligible 
children in accordance with state and federal laws and regulations. 

- 
Indudedare: copies of reports, plans, workshop schedules and materials, itineraries, 

budgets, schedules, correspondence and other related documents concerning the 
various programs carried on by the units within this division. 

File isuranged: chronologically by fiscal year. 

8. Monthly R e f e r e m  Rate 

!he to six months old 

How often JR records referred to which are: 

: Seventotwelvemthsdd ; T h i n  to twenw-foiu months old 
twentyfive months md older ? 

9. Annwl Rate d Accumulation of Ruards I 



.YES NO 10. . 're (PLCO an "X" in the p o p  aDlumn) 
a. I s  this mC official sopy of the serb? 

b. Don thc rr*r ont l in  confidential infornution requiring par* handling? H yes. titC law or regulation. 

X H not. rhn-e& 

" * 
- X c. Irmiravihlrecord? 

X d. Doer this or.- have hinorial or long term m a r c h  value? 
a. When one CR two documents in the fik make it neoerrary @ keep the entire file for a kmg priod, awld t k s e  

11. Retention Requirements The following requires thc pcries to be kept: 

a. StateLm van. d. Audit period years. 
b. Statute of limitation years. e. Adminimatieneed ~ A y e a n .  
c. Federal law yean. f. Federal re,tention instructions wars. I 

~. 
Attach cow or ex- of laws or regulations. Explain administrative need. 

- 

.~ -~ ~~~ . . -~ ~~ . ~.. .~ ~ 

~. .~ . .  
~ 91 .. HoldJn the w e n t  f ihsarer ~ : . ; y t h l s )  1 - --:year(r);~then .~ -. 
0 Transfetto lo& holding are% ., bold .. . 

t Destroy. 
B Transfer to State Archives for permanent retention. 
0 0th lspecirvl 

. .. - year(;); t t g  
Transfer to State Remrds Cmter: hold - ~ -wM; then 

These instructions apply to all prior md fawe accumulations of the ~ i e r .  I 
t 

Recommendations in PO 
waph 12 re approved. 


